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ADMIN/FINANCE...Admfn(Train1ng O f f i c e ) 

APPRENTICESHIP FILES 

(A) "MERLIN" 
Computer ized l i s t i n g of app ren t i ce s who a re o r 
have been r e g i s t e r e d w i th the U.S.Department o f 
L a bo r ' s A pp r en t i c e s h i p program and r e l a t e d 
i n f o r m a t i o n . Con ta ins f i l e s from 1983 to 
p r e s en t . 

RrcOfJMFNDATION: RETAIN 
1WO YEARS AFTER TERMINA
TION FROM PROGRAM, THEN 
DESTROY. 

(B) PERSONAL FILES - APPRENTICESHIP 
Persona l r e co rds o f app ren t i ces r e g i s t e r e d w i t h 
the S t a t e App r en t i c e s h i p program. 

PURCHASING/FINANCE 
Copies o f Pu rchas ing Documents, r e q u i s i t i o n s , e t c . 
and I nvo i c e s p rocessed f o r payment. Purpose I s to 
be ab le t o e a s i l y access back up In fo rmat i on when 
problems a r i s e w i t h o r de r i n g o f s upp l i e s and 
ma t e r i a l s and equipment o r i n the payment o f 
i n vo i c e s to check a u t h o r i z a t i o n f o r payment has 
been p roces sed . A l s o used f o r back up suppo r t i ng 
documentat ion f o r budgetary ma t t e r s . 

PECOMMENDATION: RETAIN 
TKO YEARS AFTER TERMINA
TION FROM PROGRAM, THEN 
DESTROY. 

RECOMMENDATION: RETAIN 
CURRENT FISCAL YEAR AND ONE 
PRIOR FISCAL YEAR, THEN 

DESTROY, UNLESS INCOMPLETE. 
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3 - I TRAINING PROGRAMS 
F i l e s on t r a i n i n g programs o f f e r e d by the t r a i n i n g 
o f f i c e . Inc luded i n these f i l e s a re course 
d e s c r i p t i o n s , at tendance r o s t e r s , c o s t ana l y se s , 
agreements , e v a l u a t i o n s , e t c . Con ta ins f i l e s from 
1983 to p resen t . 

RECOMMENDATION: RETAIN THREE 
YEARS, THEN DESTROY. 

PERSONNEL TRAINING RECORDS 
A. "HOME" 

Persona l In fo rmat ion on employees f o r r e g i s t r a 
t i o n purposes . Conta ins f i l e s from 1985 to 
p r e s en t . 

B. MASTER TRAINING FILE 
T r a i n i n g Program Data on a l l Department person 

n e l . 
Ongoing f i l e to present t ime . 

RECOMMENDATION: ONGOING. 
DELETE INDIVIDUAL RECORDS 
UPON TERMINATION OF EM
PLOYMENT. 

RECOMMENDATION: ONGO
ING. INDIVIDUAL RECORDS 
DELETED TWO YEARS FROM 
TERMINATION OF EMPL0YMF.N1 
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